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Oe ‘Tt is the policy: of the Contral Tato eou6s Group a 

_ develop and maintain good cmployce rolations’as.an important. ~ 
and necessary part of its personnol program. The Personricl. — 

Division, Personnel and Administrativo Branch, is chargod with’ ©. e. 
tho rosronsibility of. promoting food rolationships among tho. hy 
operating officials and the employeds of CIG. As a part: of. 
monagemont, the Personnel Division is vitally concornod with . 
the development of constructive day to day work relationships 
to.the end that such working éonditions eae rolationships will. 
onhance moralo aid officicncy. 


bee he! Lk anh ee CIG is “poaianea By law to ae the uniform: gf? totonsy , 

Boo vs eating system:as the. mothod of ‘ovaluating civilian employees! 
ie ae _ performance in carrying out assigned tasks.s The Director of | 

fet Rees _. Contral Intelligence is roquired by the Classification Act of 
- / - 1923, as amended, to rate the officioncy of cach employoc tho 

ds subjoct to tho rating systoni. Tho Dirootor has dologated: to ~ 

: eee - the Chicf, Personnel Division, the responsibility for -admin- 
ae peace 5 .. distoring tho officioncy rating. program. an ClGy. Dt as, the ‘diroot 

ee : rosponsibility of. every represcntativo of mana gemont. in OIG to . 
apply. the principlos of. the offioicncy rating - systom,. as an oid. - 
to good monagomont,. not once a year,.. but. throughout the ontire 

year. os provided for in Civil Sorvico Commission Regulations ; 

Pe and ‘in - accordance. with future, dircotives to-be- issued ‘by: CIG.” 
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Ge. It is: ‘the: ros sponsibility, of the Persomél Division to. ie 

-advise on grievance mattors,- complaints and: related problems, 5. 
-. ané to agsist in: Govelon ah and. assombling information’ neces= ~s 

sary. #0 equitably resol ive. any eee problomy DP Nie err tia 


‘ “ay: A dpe bin iiacd\ sorvico is: acad Table: oS the: employees of. 
ClG in other fields such as housing, - financial matters,. group 
hospitalization,. income tax: ‘assistanco, and other vottare. 
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Be TUBGTIONS: oF in} PORSOMIEL BLA TE ons SECTION 


: ? [ hee . eo It is ‘the epeeirié. coupeneibilic: of "the Peron 
Pewee | hee Relations eeu oe of the aad ‘Division . tor: ts 


 Ravise. ‘and assist raonagenent in the commilation: and 
as . ary 2 aati of policies designed to improve and mointain good -. 
oe oe ee working bore eons pe ; 


| oy adhe EK oe ecg be Encourage. and. promote the ostoblishment ond use of 
oa -gofinite means of communication and channels of information 
botwoen managemont and other employoas. oe 


ee Oe ie & “oy. Establish. apriedeney, rating wevicios: in CIG within WS ee Poe 
| oe es the framework of the uniform. ond compulsory officioncy rating ee 
a a tel eae system promulgated. by the Civil. Scrvice Commission, and to 
: oe ge SS insure: that Efficioney Rating Committcos are cstablishod and 
Ten ae ee - . that they carry out their rospons ibilities. in an cquitable’ ~ 

see _ manner. — re a 


ae Pras en ce denivietrative an suvervisory officials in 

| set ay : . the develomment of performance and: "job" requirements and to. 
re “3 - goordinate the officioncy rating program with all other -por= 

; a sonnel] astivitios. = oo : ip 


7 < ee. ae ‘Adviso Bfficioncy Rating Somat coe? regarding proper. 
ae iz Srodcairss and regulations, anc to administer erro eee 
codurca,. both administrative and. en) ae 


to i ne eee ‘Rondor- ass jistanco igs anlayees: as. necdod, including : 
ge ee ae mee ae counselling, intorim, and precoxit or oxit intorvicwss 


re Act ino staff and advisory: cepacity to ‘manegomont ond 
: employees in the handling and. ee rae aan of: grievances, com= 
‘plaints, ard rola ted probloms« vg S eee ee Pe 
: ! ; i : 
: he Aid natapendat: in éeveloping and 1 maintaining harmonious 
pela coehips with amployon groups arid orem tee Shouse 


ie Conduot spe ata ceaaiee on ‘matters “of ais ciplino, 
hates cae eriovancos, absontocisn, cand other. problems, and to recommend 
ee eee ae eevee on romedial programs or Measures vhero noodods 


36 ‘Be responsible for tho Group ‘Hospdteldention Program - 
within GIG, and. furnish acvico- and Qs sistance | to sub-trcasurers 
ee throughout tho ngcnoys a ee 
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Be FUTURE INFORMATION 
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_ Tho above statements constitute the goneral functions and 
‘resnonsibilitios of the Personnel Relations Section, Personnel . - 
Division. Additional information ‘concorning Specific: phases... 
L ee - of the Program involving proccdure, forms, and: thu rslation 
ae “4, of the Program to operating officials, management, and. 2 
oo, dvdividual employees, will bo developed from time to time and 
willbe made available to all employoos of CIG. . & 


ae | 4 ASSISTANCE AND- INFORMATION — 


Requests for assistance or informetion regarding tho policies. 


_ or programs described horein should bo directed’ to the Chief, 
Personnel Kelations Section, Personnel Division, in Room 118, 


ee i ee North Building, or ‘by tolephone on CIG Extension 2648... 0°) oe tee 

a eee , i Pes FOR THE DIRECTOR oF CENTRAL INTELLIGENCE: . 

STATINTL | 

: . eh , . _.' &xeoutive for Personnel cae 
ee ee es ee | | and Administration. 

“Attachments - None | 
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-  guBiadio:'\ Bergonnel Beldtions Policies ! tec w 


po : . EEFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED ae 


as ee _- & It is the policy of the Central Intelligence Group to 

fe ~~ develop ‘ard. ‘maintain. good employee relations:.as. ‘an ‘important 

and necessary ‘part ‘of ite personnel program. The Persorinel - 
ee ~~ Division, Personnel and Administrative. Branch, i1s‘charged with - 

| oo . the responsibility of promoting good relationships atong. the 

S . Operating. officials: and the employees of CIG. As a ‘part of.: 

. Be ele eS managetient, the Pereonnel Division is vitally concemed' with: 
the development of Constructive day to day work relationships. | 
‘to ‘the .end’that. such: working conditions and Yelationships will 

enhance morale: andiefficiency, :  ... ee ea ee 


ow te 


b. CIG is required by law to apply the. uniform: efficiency 
rating system as the method of evaluating civilian employees' 
_ performance.-in..carrying out assigned. tasks; The’ Director of 
Central: Intelligence’ is required by the Classification Act of — 
1923, as amended, to: rate the efficiency: of each ‘employee. who 
le subject to the rating system. The Director has delegated to 
the: Chief, Personnel Divisi on,:.the responsibility for admin- 
istering. the’ efficiency rating’ program in CIG.: It-da:the‘direct 
i . responsibility of every representative of management in CIG to 
a). See. applythe -~prinei ples <of the efficiency rating system, .ag.an aid. 
: _ to good management. not. once. a year, but. throughout the‘ entire 
year -as provided for in Civil Service Commission Regulations: 
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g. It tathé:Fesponatbility of thé Perscinel Divisién-ts 


d.. A specialized service is available to the employees of 
financial’ matters, -group | 
e e,and other welfare’: 
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= FUNCTIONS OF THE PERSONNEL, RELATIONS § SECTION 


“It, 18 the specific. responsibility: of the Porsonne] ae 
Relations Section of the Personnel Diy ieten tor wo ' 


a. hayies end assist qanagensnt in the forinilietiicn and. 
application of policies Caarenes to- seproye and maintain: ‘good 


juorking ahd eo 


tee 


eS Encourage and Srouste | the eatablishnent and ‘use of 


- definite means of communication and channels of information © 
Betveen. BEPAgomany and pMHer employees. 


es. "Establish efficiency rating . polieien in CIG within 


ee. framework of the uniform and compulsory efficiency rating 
system pronulgated by the Civil Service. Commission, and ‘:to~ 
Insure that Efficiency Rating Committees are established and 
that sre carry out Sees Begponetptitice in ‘an Baul canter: 


manner... 


wl 


ae ‘encouvens Saindinetpabive and - uperelecny: officials in 


“the development of performance and !' job" requirements and to 
. coordinate the eg eam rating program with all other per-. 


sonnel Bobivi vies. oe 

* Advise Rfficienby Aas: Committees pecans ‘proper — 
Br oe and regulations, and to: administer appeliant Per 
cedures, | peun edninistrative and Bre Mteorye 


fe: Render Besiatatios to employees as needed, thelvding: 


“counselling, interim and pre-exit or exit interviews. 


‘Actin: a staff and advisory. capacity to mananceaie ‘and eth 
employees in ‘the handling and S Teron Seton of er eeraeee come 


oma and related problems. 


oh. “Ada management in developing and inet cine harmonious 


relationships with enployee: ‘groupe end sak epee aa 


oe 4. Conduct. special studies, on ‘mettere: of discipline, 
grievances, absenteeism, . and. other problems, ‘and to recommend 


. and advise on eoneetee Programs or measures where needed. 


de Be. responsible: for: the: ‘Group Hospitalization Program’ 


within CIG, .and furnish. advice and assistance to sub- treasurers 
throughout the agency. F : cree 
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(3. FUTURE INFORMATION — 


‘The above ‘statements constitute the general functions and 
i . responsibilities of the Personnel Relations Section, Personnel 
fe8 Ok Be Division. | Additional infouvmation concerning specific phases 
es of the brogram involving procedure, forms, and the relation | 
of the Program to operating officials, management, and . . 
individual employees, will be developed from time to time and — 


wilt be made available to all employees of CIG, 


4. ASSISTANCE AND TNVORMATTCH 


‘Requests for assistance or information regarding the policies | 
or prugrams described herein should ve directed to the Chief, 


Personnel Relations Section, Personnel Division, in Room 128, 
North Builling, or by telephons on CIG Extension 2648, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


e Tor Personne 
and Administration 


5 | : Attechments - None | 
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